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December 1968 issue not included 


By month (page) 
(QQ- Quickie Quiz) 
BOSS OF THE YEAR 
Award Luncheon Honoring 1968 Interna- 
tional Boss of the Year, Dr. Ivan A, 
Getting, 5 (27) 
1968 International Boss of the Year, Dr. 
Ivan A, Getting, 3 (6) 


CERTIFIED PROFESSIONAL SECRETARY 
and INSTITUTE FOR CERTIFYING 
SECRETARIES 

Anne Montgomery Makes Ward’s CPS Pro- 
gram Go! by Eleanore Cunningham, CPS 
6-7 (30) 

Application To Take the Certified Profes- 
sional Secretary Examination (Form Q-S), 
6-7 (35); 10 (29) 

(The) Challenge, editorial by Dr. Gordon F. 
Culver, 10 (2) 

Cool It—Candidates! by Marie Lehnert, CPS, 
4 (21) 

Have You Wound Your Watch? by Henry 
Juanita Godfrey, CPS, 1 (9) 

Institute for Certifying Secretaries (mem- 
bers’ names and photos), 6-7 (19); 10 (3) 

Mapping New Frontiers for Secretaries, by 
Dr. Donald B. Roark (excerpts from 
speech during CPS Luncheon, 1968 NSA 
Convention), 9 (20) 

Never Say ‘Never,’ or How I Became a CPS 
by Really Trying, by Phyllis Pesce, CPS, 
10 (16) 

Put Zero Defects in Your CPS Application, 
by Juanita Godfrey, CPS, 11 (25) 

Secretarial Skills (Part V), 1968 CPS Exam- 
ination, 10 (12) 

Secretarial Skills (Part V), 1968 CPS Exam- 
ination, Key to Item 3, 11 (32) 

351 Certified Professional Secretaries in 
1968; Total Now 4,252, 10 (32) 

Union Carbide Nuclear: The CPS Banner 
Company! by Barbara Lyon, 10 (18) 


Who Is a Certified Professional Secretary? 3 
(12); 6-7 (34); 9 (10) 

Your Personal Balance Sheet, by M. Merle 
Law, CPS, 2 (12) 

EDUCATION 

Do You Read Effectively? by Dr. Fred S. 
Cook and Lorraine Baum, CPS, 3 (24) 

Kaleidoscope, by Dr. Fred §. Cook, 1 (32); 
2 (30); 3 (32); 4 (32); 5 (33); 6-7 (40); 9 
(32); 10 (8); 11 (29) 

Secretaries on the Spot: Revised Second 
Edition, 2 (11) 

FUTURE SECRETARIES ASSOCIATION 
and STUDENT PROJECTS AND 
DEVELOPMENT 

‘**As a Businessman, | Recommend FSA,” by 
Norman R. McVeigh, 9 (11) 

Benefits of FSA Reflected by Students, 9 
(8) 

FSA-—A Good Beginning for Secretaries, by 
Sandra Hudson, 9 (10) 

NSA Closes Secretary Gap With FSA, 9 (7) 

What About Boys in FSA? 9 (10) 

Would You Like To Help Establish an FSA 
Chapter in Your Area? Would You Like To 
Become a Member of FSA (How To-), 9 
(12) 

GRAMMAR AND VOCABULARY 

Is It “Ible” or “Able,” by Sofrona L. Smith, 
CPS, 3 (10) 

Words at Work, by Sarah Montoya, CPS, 1 
(28); 2 (24); 3 (22); 4 (12); 5 (36); 6-7 
(28); 9 (12); 10 (10); 11 (12) 

MISCELLANEOUS 

International Notes, 1 (8); 2 (10); 3 (5); 4 
(8); 5 (8); 6-7 (37); 9 (16); 10 (31); 11 
(28) 

Miss Robotary, 1 (35); 2 (35); 3 (35); 4 
(35); 5 (43); 6-7 (43); 9 (34); 10 (35); 11 
(35); 12 (35) 

Postal Rate Changes, 2 (21) 

Postmarked From Our Readers, | (34); 3 
(33); 4 (33); 5 (41) 


The Secretary Cordially Invites You To 
Meet the “Other Half” of the Executive 
Team (media presentation to advertisers 
and agencies), 6-7 (38) 

Trophy! Trophy! Who Gets the Trophy? by 
Ruth L. Grogan, 1 (24) 


NSA HOME TRUST 
RETIREMENT 
Medicare and the NSA Home Trust Fund: 
Partners in Providing Comfortable Retire- 
ment, 5 (29) 
National Secretaries Association Home 
Trust Fund (names of Trustees), 6-7 (19) 
NSA Home Trust Fund Survey, 2 (33) 
NSA Retirement Home Planned in Albu- 
querque, 6-7 (20) 
Rumors and Facts (NSA Home Trust Fund), 
1 (35); 2 (35); 3 (35); 4 (35); 5 (43) 


NSA INTERNATIONAL CONVENTION 
1968 

Agenda: 23rd Annual Convention, 6-7 (10) 

Be an Informed and Interested Con- 
ventioner, 6-7 (18) 

Come to Damon’s “Hideaway” (Home Trust 
Fund Event), 5 (30) 

Convention Exhibits, 6-7 (15) 

Don’t Call It Or-e-gawn, 2 (22) 

Convention Memorial Service, 9 (35) 

Professional Development Practicums, 3 
(30); 4 (30); 5 (40); 6-7 (14) 

Proposed Business Agenda, 23rd Annual 
Convention, 5 (12) 

Registration for 23rd Annual Convention, 3 
(27); 4 (27); 5 (17) 

Relax in Oregon... State of Excitement 
(Pre- and Post-Convention Tours), 2 (26) 

Report of 23rd Annual International Con- 
vention, 9 (18) 

Something for Everyone in Oregon, a State 
of Excitement, 4 (26) 

Welcome to Oregon—A Great Place To 
Work, 3 (26) 
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Welcome to Oregon—Cool, Beautiful Vaca- 
tionland! 1 (30) 

You’ll Be Glad You Came, 5 (14) 

NSA INTERNATIONAL CONVENTION 
1969 

NSA in Miami Beach, July ‘69, 10 (22) 

(The) Florida Panhandle—Land of Timeless 
Beauty, 11 (30) 

Visit Colorful Tropic Isles on ‘69 Con- 
vention Tours, 12 (26) 

NATIONAL SECRETARIES ASSOCIATION 
(International), THE 

Candidates for International Board of Direc- 
tors, NSA, and Board of Trustees, NSA 
Home Trust Fund, 5 (20) 

Change Toward Progress (Changes in NSA 
Structure Effective at 1968 Convention), 
5 (19) 

Code of Ethics, 4 (7) 

“Every One Counts” (1968-69 Membership 
Campaign), 9 (20) 

Every One Counts (1968-69 Membership 
Campaign), 11 (3) . 

Income Tax Information (Relative to Mem- 
bers’ NSA-Connected Expenses), 1 (20) 

NSA International Board of Directors 
(names and photos), 6-7 (3); 9 (3) 

NSA Chapter Professional Development 
Awards for Excellence in Educational Pro- 
gramming, 11 (9) 

NSA on the Grow, 6-7 (43) 

NSA’s Research and Educational 
Foundation, 4 (16) 

New Friends and Old Friends, editorial by 
Lenore S. Forti, CPS, 11 (2) 

1968-69 International Departments, Com- 
mittees, and Special Appointments, 6-7 
(16) 

Operation Feedback: Sharps and Flats 
(Ideas From Survey by International Mem- 
bership Committee on Membership Reten- 
tion), by Fran Riley, 11 (8) 

Professional Staff (names and photos), 6-7 
(18) 

Releases From NSA International Head- 
quarters—June 1, 1968, Through Sep- 
tember 13, 1968, 10 (24) 


WHAT NSA MEANS... 

... to Secretaries in Radio and Television, 
by Helen K. Petersen and Dorothy 
Hancock, 10 (14) 

...to a Secretary in Education, by Viola 
M. Reinhart, CPS, 4 (22) 

...to a Secretary in Insurance, by Rose- 
mary Hannam, CPS, 5 (34) 

...to a Secretary in the Nation’s Capital, 
by Hope W. Piper, 11 (6) 

...to a Secretary in the Nuclear/Space 
Age, by Athena B. Bates, CPS, 6-7 (22) 

...to a Secretary in Publishing, by Alicia 
Cogan Dulac, 2 (6) 

... to a Secretary in Retailing, by Virginia 
Wirtanen, CPS, 1 (22) 

...to the Secretary in a Small Office, by 
Mable C. Dillon, CPS, and Mary vander 
Lugt, 3 (18) 
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PERSONAL DEVELOPMENT 
Enthusiasm, by Paula Rakovan, 5 (5) 
“Quality Is the Result of Intelligent Effort,” 

editorial by Lenore S. Forti, CPS, 6-7 (2) 
‘Quality Is the Result of Intelligent Effort,” 
editorial by Bertha Stronach, CPS, 9 (2) 


PROGRAM OF THE YEAR 1968: 
“BANKING IN ACTION” 

Ask Your Banker, by Lillian L. Wilkins, 1 
(10) 

Banking (QQ), 1 (17) 

Banking in Action...In Pursuit of Excel- 
lence, by Henry C. Harra, 1 (6) 

Banking in Action! NSA Program of the 
Year, editorial by Athene Hensley, 1 (2) 

(The) Banking Scene: Growth and Change, 
by Jack Conn, 1 (12) 

Current Accounts to Computers—Bank Ser- 
vices Are Branching Out, 1 (13) 

Let’s Talk About Checks, by Anne L. Lamb, 
CPS, 1 (18) 

What Every Secretary Should Know About 
Money and Credit Abroad, by James H. 
Jackson, Ph.D., CPS, 1 (14) 

SECRETARIAL DUTIES, PROCEDURES, 
AND SKILLS 

Business Administration (QQ), by Dr. 
William G. Savage, 5 (32) 

Economics (QQ), by Vera E. Gamm, CPS, 
6-7 (26) 

Economics (QQ), by Dr. Mary Ellen 
Oliverio, 3 (17) 

(The) Law of Business Relationships (QQ), 
by Thora S. Kille, CPS, 4 (25) 

Pencil Points for Secretaries, by Ernest M. 
Raasch, 2 (16) 

Secretarial Procedures (QQ), by Jean C. 
Fowler, CPS, 9 (29) 

Secretarial Second Savers, 1 (21); 2 (25); 3 
(16) 

Secretaries Are Welcome at Office Equip- 
ment and Supplies Exhibits (BEMA and 
NOPA Shows), 10 (35); 11 (35) 

SECRETARIAL PROFESSION 

Editorial by Malcolm Baldrige, 1967 Inter- 
national Boss of the Year, 2 (2) 

Go to Washington, Young Woman, 11 (14) 

(A) Growing Area of Importance for Secre- 
taries, by John A. Pendery, 3 (2) 

If I Were a Secretary... , 4 (17) 

(An) Open Letter to Our Employers From 
Your Secretaries, by Barbara Rechel, 9 (6) 

Secretaries—Who Needs Them! by Robert P. 
Adler, 10 (6) 

(The) Secretary: Her Office, Job, and Boss 
(Survey of NSA membership by National 
Office Products Association), 9 (14) 

SECRETARIES 

Be in Two Places at Once! Impossible? (NSA 
International President Uses VERB), 2 
(18) 

(A) Day With Jean Rose Atkins, NSA’s 
Great Lakes District Director, 11 (10) 

(A) Day With NSA International Treasurer, 
Anne K. Ramsey, CPS, 4 (14) 

(A) Day With Northwest District Vice Presi- 
dent, Phyllis Bauer, CPS, 2 (14) 


NSA President Speaks on “Part of the Man- 
agement Team,” 4 (24) 

Secretaries on Capitol Hill, 11 (18) 

Secretaries Receive Top Government 
Awards, 11 (24) 

(A) Visit With Mrs. Angeline Krout, CPS, 
NSA’s International Secretary, 3 (14) 


SECRETARIES—FOREIGN 

Be a Secretary and See the World, by Jean 
Johnston, 5 (2) 

(A) Secretary in the Olympics, by Alicia R. 
Martel Upton, 9 (30) 

SECRETARIES WEEK 

Secretaries Week: Recognition for the 
“Other Half” of the Executive Team, 4 (6) 

“Secretary Polka” (song played in honor of 
Secretaries Week), by R. Portnor and Z, 
Manners, 4 (34) 

SECRETARY OF THE YEAR 

Dallas Secretary, Bobbye N. Ogden, CPS, 
Acclaimed 1968 Secretary of the Year, 9 
(22) 

SECRETARY ON THE SPOT, A 

(The) ‘Artful Dodger,” 10 (26) 

(A) Case of Jealousy, Or? 11 (26) 

Expectations of a Temporary Secretary, 1 
(26) 

Handling a Request From the Boss’ Wife, 5 
(38) 

Meeting Mixups, 6-7 (24) 

She Can’t Organize the Boss, 3 (22) 

She Does Not Want a Promotion, 9 (26) 

Should She Transfer, Terminate, or Sit 
Tight? 2 (8) 

... With a Receptionist Who Never Makes 
Mistakes, 4 (10) 

READER SOLUTIONS TO A SECRETARY 
ON THE SPOT CASES 

Expectations of a Temporary Secretary, 3 
(23) 

Handling a Request From the Boss’ Wife, 9 
(26) 

Meeting Mixups, 10 (27) 

She Can’t Organize the Boss, 5 (38) 

She Does Not Want a Promotion, 11 (26) 

Should She Transfer, Terminate, or Sit 
Tight? 4 (10) 

Subterfuge, Supervise, or Get Another Job? 1 
(27) 

...Who Resigned, Then Changed Her 
Mind, 2 (8) 

... With a Receptionist Who Never Makes 
Mistakes, 6-7 (24) 

SEMINARS, WORKSHOPS, MEETINGS 

Fifth Congress, Career Women Leaders, 2 
(21) 

Have Seminar, Will Travel, 5 (28) 

It Happened at the CPS Seminar, Aspen 
Lodge, Colorado, by Betty K. Thomae, 
CPS, 11 (16) 

NSA Reed College Seminar (1968): “‘Deci- 
sion-Making Techniques for Executive 
Secretaries,” 2 (13); 3 (25); 4 (31); 5 (16) 

NSA Rollins College Seminar (1969): 
“Modern Information Processing and Deci- 
sion-Making Colloquium,” 9 (28); 11 (23) 
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